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1 Introduction

This document presents the user guide for the Office of Pollution Prevention and Toxics (OPPT)
Mercury Electronic Reporting (MER) application submission process. This document is the user
guide for the Primary Support user of the MER application.

The MER application is the electronic, web-based tool provided by the United States
Environmental Protection Agency (EPA) for the submission of mercury data. Asa Primary
Support, you can enter or modify data for a MER form for which you have access.

The TSCA mercury mventory rule (“Mercury; Reporting Requirements for Toxic Substances
Control Act Mercury Inventory”) requires manufacturers (including importers) and processors to
report information to assist in the preparation of aninventory of mercury supply, use, and trade
in the United States, where mercury is defined as elemental mercury and a mercury compound.
The requirements apply to any person who manufactures (including imports) mercury or
mercury-added products, or otherwise intentionally uses mercury in a manufacturing process.
These persons must report to EPA the quantity of mercury they manufacture, use, import, store,
sell and/or export. In some cases, EPA also requires identification of the industrial sector, trading
country, type of product, and type of manufacturing process.

The Mercury Electronic Reporting (MER) application includes embedded help files and a
downloadable user manual to guide you through the MER submission process. Reporters may
submit information for elemental mercury, mercury compounds, or both in one report to the
Agency.

Paperwork Reduction Act Notice

This collection of information is approved by OMB under the Paperwork Reduction Act, 44
U.S.C. 3501 et seq. (OMB Control No. 2070-0207; EPA ICR No. 2567; Expiration Date:
10/31/2021). The annual public reporting and recordkeeping burden for this collection of
information is estimated to average 32 hours per response. Burden is defined in 5 CFR
1320.3(b). Responses to this collection of information are mandatory (40 CFR 713). An agency
may not conduct or sponsor, and a person is not required to, respond to a collection of
information unless it displays a currently valid OMB control number. You may send comments
regarding the EPA's need for this information, the accuracy of the provided burden estimates,
and any suggested methods for minimizing respondent burden, including through the use of
automated collection techniques to the Director, Collection Strategies Division, U.S.
Environmental Protection Agency (2822T), 1200 Pennsylvania Ave., NW, Washington, D.C.
20460. Please include the OMB Control No. in any correspondence. Send only comments to this
address. Mercury Inventory data must be submitted electronically through this e-reporting
application.

For questions concerning the Mercury Electronic Reporting software requirements, please
contact the Central Data Exchange (CDX) Help Desk at helpdesk@epacdx.net or call 1-888-890-
1995 between the hours of 8 am — 6 pm Eastern Standard Time (EST).

Mercury Electronic Reporting User Guide
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2 System Requirements
To use the MER application to submit an MER form, the following are required:
e An e-mail account
e JavaScript enabled web browser
e Internet access
e Adobe Acrobat Reader 5.0 or higher

e CDX username and password
2.1  Supported Browsers

¢ VVendor supported versions of Internet Explorer (IE) or Edge
Go to the following link to download:
https://support.micros oft.com/en-us/he Ip/17621/internet-explorer-downloads

e VVendor supported versions of Mozilla Firefox
Go to the following link to download:
https//www.mozilla.org/en-US/firefox/new/

e VVendor supported versions of Safari
Go to the following link to download:
https://support.apple.com/downloads/

e VVendor supported versions of Google Chrome
Go to the following link to download:

http://www.google.com/chrome
2.2 Screen Resolution

Screen resolution should be setto 1024 x 768 or greater.

Mercury Electronic Reporting User Guide
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3 Primary Support Functions
This section describes how to:
e Access the application

e Navigate the MER ‘Home’ screen
e Edit the MER form

The Primary Support is designated by a Primary AO to provide supporting information on behalf
of a company. A Primary Support will work on behalf of a United States (U.S.)-based company.
Examples of a Primary Support may include, but are not limited to, a corporate on-site contact, a
technical contact, a paid employee of the company, anoutside consultant for the company, or an
authorized representative agent for the company. Primary Supports do not have the ability to sign
the certification statement required for a form, but they may enter or modify data for a form for
which they have access. The Primary Support does not have access rights to create or submit a
form.

Once the Primary AO creates a new form, the Primary AO will provide the Primary Support with
the passphrase to access the form and complete all sections of the form. The Primary Support can
edit a form that is created by the Primary AO. The Primary Support can only access forms to
which the Primary AO has granted access.

The system will allow the Primary Support to save a form at any point during the data entry
process. The save functionality allows you to return to a form at any point in the future. After the
Primary Support completes a form, the Primary AO will access, review, and submit the form to
EPA via CDX.

A Primary Agent/Consultant is an individual who has been hired to serve as a consultant for the
company of the sponsoring AO, can potentially start and/or complete a MER form, and has the
ability to submit amendments.

Mercury Electronic Reporting User Guide
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Exhibit 3-1 displays a table of the user role capabilities within the MER application:
Exhibit 3-1 MER User Roles Matrix

Legend
#=Can Perform Function Primary
Authorized |Primary Agent/ Primary
Official Consultant Support
us us us
MER form
Create all original forms X X
Submit original forms X
Submit amendments (by editing the form) X X
Unlock all forms X X
Edit unlocked forms X X X
Delete forms X X
Assign Supports X
Receive EPA Communications X X

3.1 Log into MER Application

Please see the Chemical Safety and Pesticide Programs (CSPP) Registration user guide on the
‘Frequently Asked Questions’ page within CDX for information regarding the registration
process, different user role capabilities, and how to log into CDX.

After you create an account in CDX, click the ‘Primary Support’ link for the CSPP data flow to
navigate to the ‘Chemical Information Submission System’ screen.

There is a ten (10) minute logout timer for this application; the application will automatically log
you out after ten minutes of inactivity and navigate you back to the CDX login screen.

Mercury Electronic Reporting User Guide
Primary Support
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Exhibit 3-2 shows a screen capture of the ‘Chemical Information Submission System’ screen
(Scroll 1):

Exhibit 3-2 Chemical Information Submission System Screen (Scroll 1)

s Jane Doe, Primary Support

Log Out

CHEMICAL INFORMATION SUBMISSION SYSTEM

Mercury Electronic Reporting - MER =

The TSCA mercury inventory rule ("Mercury; Reporting Requirements for Toxic Substances Control Act Mercury Inventory™)
requires manufacturers (including importers) and processors to report information to assist in the preparation of an inventory of
mercury supply, use, and trade in the United States, where mercury is defined as elemental mercury and a mercury compound.
The requirements apply to any person who manufactures (including imports) mercury or mercury-added products, or otherwise
intentionally uses mercury in a manufacturing process. These persons must report to EPA the quantity of mercury they
manufacture, use, import, store, sell and/or export. In some cases, EPA also requires identification of the industrial sector,
trading country, type of product, and type of manufacturing process.

The Mercury Electronic Reporting (MER) application includes embedded help files and a downloadable user manual to guide
you through the MER submission process. Reporters may submit information for elemental mercury, mercury compounds, or
both in one report to the Agency.

Paperwork Reduction Act Notice

This collection of information is approved by OMB under the Paperwork Reduction Act, 44 U.S.C. 3501 et seq. (OMB Control
No. 2070-0207; EPA ICR Mo. 2567, Expiration Date: 10/31/2021). The annual public reporting and recordkeeping burden for
this collection of information is estimated to average 32 hours per response. Burden is defined in 5 CFR 1320.3(b). Responses
to this collection of information are mandatory (40 CFR 713). An agency may not conduct or sponsor, and a person is not
required to, respond to a collection of information unless it displays a currently valid OMB control number. You may send
comments regarding the EPA's need for this information, the accuracy of the provided burden estimates, and any suggested
methods for minimizing respondent burden, including through the use of automated collection technigues to the Director,
Collection Strategies Division, U.S. Environmental Protection Agency (2822T), 1200 Pennsylvania Ave., NW, Washington, D.C.
20460. Please include the OMB Control No. in any correspondence. Send only comments to this address. Mercury Inventory
data must be submitted electronically through this e-reporting application.

Navigation: To access the MER ‘Home’ screen, select ‘Mercury Electronic Reporting — MER’
from the submission type drop-down menu and click the ‘OK’ button.

3.2 MER Home Screen Navigation

You canaccess the MER ‘Home’ screen by selecting ‘Mercury Electronic Reporting — MER’
from the submission type drop-down menu on the ‘Chemical Information Submission System’
screenand clicking the ‘OK’ button.

The MER ‘Home’ screenis the first screen within the MER application. It displays the
‘Resources’ and ‘Submission History’ sections.

e Resources: Click the links within the ‘Resources’ section. Please see Section 8.2 for
additional information.

Mercury Electronic Reporting User Guide
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e Submission History: Modify or delete a MER form using the ‘Submission History’ table.
For additional details about the ‘Submission History’ table, please refer to Section 3.3.

Exhibit 3-3 shows a screen capture of the MER ‘Home’ screen:
Exhibit 3-3 MER Home Screen

Mercury Electronic Reporting
Resources Submission History

+ Central Data Exchange (CDX) User Guide
- Reporting Requirements for the Mercury Inventory of the
Toxic Substances Control Act
= EPA Frequent Questions

- Explanation of Terms Show 10 W | entries Search:
- Confidential Business Information (CBI) under TSCA
- EPA Mercury Inventory Reporting rule (40 CFR 713) Case Submissio
- Toxic Substances Control Act (TSCA) Form Alias I= Form Type Number n Date Status
= Summary of the Act
= Mercury Inventory (15 U.S.C. 2607(b)(10)(D)) MER- Mercury MER-2019- 2019-01-07 In Progress
+ Export ban on elemental mercury (15 U.S.C. 2611(c) 20190107- Electronic 0007
(1)) and export ban on mercury compounds (15 1124724 Reporting
U.5.C. 2611(c)(7))
- Chemical Data Reporting (CDR) MER- Mercury In Progress
- Interstate Mercury Education and Reduction 20190115- Electronic
Clearinghouse (IMERC) 15:48:51 Reporting
. z:;izr:;ie;alculawr (grams to pounds) MER- Mercury MER-2018- 2019-01-17 In Progress
20190117- Electronic 0055
13:44:09 Reporting
MER- Mercury In Progress
20190207- Electronic
10:5753 Reporting

Export Options: XML Ccsv PDF Excel

Previous - Next

Raise a Bug CDX Links « TSCA Hotline: (202) 554-1404 CDX Helpdeskc (888) 890-1995

3.3  Submission History

Only one MER form is created per form alias, which helps differentiate between forms. Each
column within the ‘Submission History’ table can be sorted by clicking the individual column
headers.

The ‘Submission History’ table displays the following fields and columns of information:

e Show Entries: Select a number (10, 25, 50, or 100) from the ‘Show entries’ drop-down
menu to specify the number of entries that display on the current page.

e Search: Enter search criteria to filter the forms included within the ‘Submission History’
table.

Mercury Electronic Reporting User Guide
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e Form Alias: Displays the nickname of the form established by an AO at the time of
populating a MER form. Click the form alias link to navigate to the ‘Enter Passphrase’ page
and complete/edit a form.

e Form Type: Displays the form type of the MER form. This column displays ‘Mercury
Electronic Reporting.’

e Case Number: Displays the case number of a completed submission (MER-YYY'Y-XXXX)
which the application automatically generates upon successful submission of a form. The
‘YYYY’ represents the reporting year for the form, and the ‘“XXXX’ represents the order in
which the form was received.

e Submission Date: Displays the date that a form was successfully submitted to EPA via
CDX. This date populates only after the form has been submitted.

e Status: Displays the statuses of a MER form (either ‘In Progress,” ‘Submitted,” ‘Completed,’
or ‘Failed’).
o Edit an ‘In Progress’ Form: To modify an existing MER form, click the ‘Form
Alias’ link for a form with a status of ‘In Progress.” You are required to enter the
passphrase associated with that particular form to access and edit the form. It is
possible for more than one user to modify a form simultaneously; the user that
edits and saves changes within a form first will have his/her modifications saved.

e Export Options: Click the ‘XML,” ‘CSV,” ‘PDF,” or ‘Excel’ button to download the
‘Submission History’ table as an .xml, .csv, .pdf, or .xlsx file, respectively.

e Previous: Click the ‘Previous’ button to navigate to the previous set of submissions (if
applicable).

e Next: Click the ‘“Next’ button to navigate to the subsequent set of submissions (if applicable).

Mercury Electronic Reporting User Guide
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Exhibit 3-4 shows a screen capture of the MER ‘Submission History’ table:
Exhibit 3-4 MER Submission History Table

Mercury Electronic Reporting
Useful Resources Submission History

- Central Data Exchange (CDX) User Guide
- Reporting Requirements for the Mercury Inventory of the
Toxic Substances Control Act
- EPA Frequent Questions

- Explanation of Terms Show 10 v  entries Search:
- Confidential Business Information (CBI) under TSCA
- EPA Mercury Inventory Reporting rule (40 CFR 713) Case Submission
- Toxic Substances Control Act (TSCA) Form Alias )= Form Type Number Date Status
= Summary of the Act
- Mercury Inventory (15 U.S.C. 2607(b)(10)(D)) MER-20190107- Mercury MER-2019-0007  2019-01-07 In Progress
- Export ban on elemental mercury (15 U.S.C. 2611(c)(1)) and 11:47:24 Electronic
export ban on mercury compounds (15 U.5.C. 2611(c)(7)) Reporting

+ Chemical Data Reporting (CDR)

« Interstate Mercury Education and Reduction Clearinghouse MER-20190115- Mercury In Progress
(IMERC) 15:48:51 Electronic
+ NAICS Codes Reporting
* Gonversion Calculator (grams to pounds) MER-20190117- Mercury MER-2018-0055 2019-01-17 In Progress
13:44:09 Electronic
Reporting
MER-20190207- Mercury In Progress
10:57:53 Electronic
Reporting

Export Options: XML Csv PDF Excel

Previous n MNext

Raise a Bug CDX Links = TSCA Hotline: (202) 554-1404 CDX Helpdesk: (888) 890-1995

Navigation: Click the link under the ‘Form Alias’ column of an ‘In Progress’ form to navigate to
the ‘Enter Passphrase’ screen.

3.4  Enter Passphrase

To edit a form, click the ‘Form Alias’ link for a MER form with a status of ‘In Progress.” The
‘Enter Passphrase’ screen requires you to enter the passphrase that is associated with the form.

e Form Alias: Displays the alternate name that is used to identify the form.

e Enter Passphrase: Enter the same passphrase that was used to originally create the form.
For security reasons, the system administrator does not have access to the passphrase and
cannot retrieve it or reset it to a new one. If a user has forgotten the passphrase, a new form
will need to be created with a new passphrase.

Mercury Electronic Reporting User Guide
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Exhibit 3-5 shows a screen capture of the ‘Enter Passphrase’ screen:

Exhibit 3-5 Enter Passphrase Screen

Mercury Electronic Reporting » MER-20190115-15:48:51

Enter Passphrase

Form Alias
MER-20190115-15:48:51

Enter Passphrase

A Youare responsible for remembering your
passphrase!

If you lose or forget your passphrase, you will not be able to access
your Mercury Electronic Reporting (MER) Form to print, submit, or
make changes. You will need to complete a new Mercury Electronic
Reporting (MER) Form and create a new passphrase for the form.
For security reasons, the system administrator will not have access to
your passphrase and will not be able to retrieve it or reset it

Raise a Bug CDX Links = TSCA Hotline: (202) 554-1404 CDX Helpdesk (858) 890-1995

Navigation: Enter the passphrase that the Primary AO originally created and associated with the
form and click the ‘Continue’ button to navigate to the ‘ldentification of Reporting Activity’
screenin a MER form.

35 Action Bar

The action bar is located at the top and bottom of the form on each screen. You can perform the
following functions using the top action bar:

e Home: Click the ‘Home’ link to navigate to the MER ‘Home’ screen.
e User ID: Click the user ID link in the top right-hand corner to log out of the application.

The following exhibits, Exhibit 3-6, Exhibit 3-7, Exhibit 3-8, and Exhibit 3-10 show screen
captures for the bottom action bar:

e Save: Click the ‘Save’ link at any stage of completing a MER form to save the form. To
generate and access links to other pages of the form within the navigation header, you must
click the ‘Save’ link within the action bar. After you click the ‘Save’ link, you will receive a
message indicating that all data entered in the form has been saved successfully. The save
function does not validate any entered data. Click the ‘Previous’ and ‘Continue’ buttons on a
form to save and validate the data entered within a form. Click the ‘X’ button in the upper
right-hand corner of the form in your browser to close the form without saving.

Mercury Electronic Reporting User Guide
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Exhibit 3-6 Action Bar — Save

M save B Preview « Validate

e Preview: Click the ‘Preview’ link to preview the form. After you click the ‘Preview’ link,
you will be given the option to view a regular version of the PDF(s) or a sanitized version of
the PDF(s) in which any information marked as Confidential Business Information (CBI) is
redacted. Choosing either option will generate a watermarked PDF displaying the data
identified within the form in a separate window. Refer to Section 5 for more information on
previewing a form.

Exhibit 3-7 Action Bar — Preview

M save B Preview « Validate

e Validate: Click the ‘Validate’ link atany stage of completing a MER form to generate the
‘MER Validation’ window which displays a list of warning and error messages within a
form. Ifthe ‘MER Validation® window does not display, you may need to disable the pop-up
blocker within your internet browser. Refer to Section 6 for more information on validating a
form.

Exhibit 3-8 Action Bar — Validate

M save B Preview « Validate

e Resources: Click the ‘Resources’ link located at the bottom of each screen, at any stage of

completing a MER form to generate a ‘Resources’ window. Click any of the links within the
‘Resources’ window for additional information regarding a MER form.

Mercury Electronic Reporting User Guide
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Exhibit 3-9 shows a screen capture of the ‘Resources’ window:
Exhibit 3-9 Resources Window

Resources X

The following Resources links are also available on the Home screen of the Mercury
Electronic Reporting application:

= Central Data Exchange (CDX) User Guide
= Reporting Requirements for the Mercury Inventory of the Toxic Substances
Control Act
= EPA Frequent Questions
= Explanation of Terms
- Confidential Business Information (CBIl) under TSCA
= EPA Mercury Inventory Reporting rule (40 CFR 713)
- Toxic Substances Control Act (TSCA)
= Summary of the Act
= Mercury Inventory (15 U.5.C. 2607(b)(10)(D))
= Export ban on elemental mercury (15 U.S.C. 2611(c)(1)) and export ban on
mercury compounds (15 U.5.C. 2611(c)(7))
= Chemical Data Reporting (CDR)
= Interstate Mercury Education and Reduction Clearinghouse (IMERC)
= MAICS Codes
= Conversion Calculator (grams to pounds)

e CDX Links: Click any of the ‘CDX Links,” located at the bottom of each screen within the
‘CDX Links” drop-down menu, atany stage of completing an MER form.

o Click the ‘CDX Homepage’ link to navigate to the ‘CDX’ homepage.

o Click the ‘MyCDX Homepage’ link to navigate to the ‘MyCDX’ page.
o Click the ‘EPA Homepage’ link to navigate to the EPA Homepage.
o

Click the ‘Terms and Conditions’ link to navigate to the CDX Terms and
Conditions screen.

o Click the ‘Privacy Notice’ link to navigate to the CDX Privacy and Security
Notice screen.
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Exhibit 3-10 shows a screen capture of the action bar ‘CDX Links’:
Exhibit 3-10 CDX Links

CDX Homepage
MyCDX Homepage
EPA Homepage
Terms and Conditions

Privacy Notice

Fesources CDX Links = TSCA Hotline: {202} 554-1404 CDX Helpdesk: (858) 890-1993

3.6  Search Substance Registry Services (SRS)

The ‘Search SRS’ button displays on various screens within a MER form to identify mercury
compounds.

Search SRS: Click the ‘Search SRS’ button to generate the ‘Search Substance Registry
Services’ pop-up window. You can search for the reported chemical(s) by either the ‘Chemical
Abstracts Service Registry Number (CASRN)’ or ‘CA Index Name or Other Synonym.’

The system allows you to enter each chemical by clicking the ‘Save’ button located at the bottom
of the ‘Search SRS’ window. Once you enter all known chemical information, select a chemical
from the list of results, and click the ‘Save’ button, the chemical information saves and populates
into the mercury compounds table. The ‘Action’ column of the chemical table allows you to
delete chemicals that have been added.

An error message generates if a user attempts to add a duplicate chemical on the same page.

e Chemical Abstract Services Registry Number (CASRN): Enter the CASRN of the
chemical; this field accommodates dashes. Either the ‘CASRN’ or ‘CA Index Name or Other
Synonym’ field is required when searching SRS.

e CA Index Name or Other Synonym: Enter the chemical abstract ‘(CA) Index Name or
Other Synonym’ of the chemical. This field displays the following options: ‘Matches
Exactly,” ‘Contains,” and ‘Begins With.” Either the ‘CASRN’ or ‘CA Index Name or Other
Synonym’ field is required when searching SRS.

e Search: Click the ‘Search’ button to initiate the database search for the ‘CASRN’ or ‘CA
Index Name or Other Synonym’ for the desired chemical.

e Create New Chemical: Click the ‘Create New Chemical’ button to generate the ‘Chemical
Not Found In Substance Registry Services’ pop-up window.

e Close: Click the ‘Close’ button to navigate out of the ‘Search Substance Registry Services
(SRS)’ window.

e Save: Click the ‘Save’ button to populate the selected chemical result into the mercury
compound table.
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Exhibit 3-11 shows a screen capture of the ‘Search Substance Registry Services (SRS)’ window:
Exhibit 3-11 Search Substance Registry Services (SRS) Window

Search Substance Registry Services (SRS) X

Enter the specific or partial, currently correct Chemical Abstracts (CA) Index name or a Chemical Abstract Services Registry Number
(CASRN). Click Search SRS and select the appropriate CA Index name / CASRN combination from EPA's Substance Registry
Semvices (SRS).

* CASRN (Matches Exactly)

* CA Index Name or Other Synonym

Begins With ~

Create New Chemical Close m

Navigation: Click the ‘Search’ button on the ‘Search Substance Registry Services’ window to
initiate the database search for the ‘CASRN’ or ‘CA Index Name or Other Synonym.” After SRS
returns results, select the radio button corresponding to a chemical, click the ‘OK’ button on the
‘Search SRS’ window, and the application populates the chemical information into the screen
from which the SRS search was initiated.

If the chemical is not found in the ‘Search Substance Registry Services’ window, click the
‘Create New Chemical’ button to generate the ‘Chemical Not Found In Substance Registry
Services’ pop-up window.

e CBI: Checkthe ‘CBI’ checkbox to disable the ‘CASRN?’ field and make the ‘Accession
Number’ and ‘Generic Name’ required.

e Numeric ldentifier Unknown: Check to indicate that the CASRN or Accession Number is
unknown and the ‘Chemical Name’ is required.

e CASRN: Enter the CASRN; this is a required field if the ‘Numeric Identifier Unknown’
checkbox is not checked. If the CASRN is unknown, check the ‘Numeric Identifier
Unknown’ checkbox.

e Accession Number: Enter the accession number of a mercury compound. If the accession
number is unknown, check the ‘Numeric Identifier Unknown’ checkbox. This is a required
field if a chemical is claimed CBI.

Mercury Electronic Reporting User Guide
Primary Support 17



CDX§

e Chemical Name: Enter the chemical name. This is a required field if the ‘CASRN’ is
entered, or if the ‘Numeric Identifier Unknown’ checkbox is checked.

e Generic Name: Enter the generic name of a chemical; this is a required field if a chemical is
claimed CBI.

e Close: Click the ‘Close’ button to navigate back to the ‘Search Substance Registry Services’
pop-up window.

e Save: Click the ‘Save’ button to populate the manually entered chemical information into the
mercury compound table on the screen from which the SRS searchwas initiated.

Exhibit 3-12 shows a screen capture of the ‘Chemical Not Found In Substance Registry Services’
window:
Exhibit 3-12 Chemical Not Found In Substance Registry Services (SRS) Window

Chemical Not Found In Substance Registry Services x

Complete all known chemical substance information in the below fields. Click the 'Save’ button when all known chemical substance
information has been provided.

If you need to go back to the Search SRS screen, please click 'Close.’

A chemical reported using a CASRN cannot be claimed CBI.

[cel [ Numeric Identifier LUnknown
* CASRN Accession Number
Generic Name Chemical Name

Navigation: Click the ‘Save’ button to save the specified chemical information and navigate
back to the screen from which the SRS search was initiated and where the chemical information
will be populated. Click the ‘Close’ button to navigate back to the ‘Search Substance Registry
Services (SRS)’ window. Click the ‘X’ located in the upper right-hand corner to close the
window and navigate back to the screen from which the SRS search was initiated.
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4 Edit MER Form

Anyone who manufactures (including imports) mercury or mercury-added products, or
intentionally uses mercury in a manufacturing process must report the amount of mercury used in
the specified activities during a given reporting year. These activities include manufacture,
import, distribution in commerce, storage, and export.

The definition of mercury includes elemental mercury and a mercury compound. Elemental
mercury is limited to CASRN and mercury compounds are inclusive of all substances where
elemental mercury or a mercury compound is reacted with another chemical substance.

The MER application collects information separately for Elemental Mercury and Mercury
Compounds with an option to report on both types of mercury in one submission.

For more information about the reporting requirements for the TSCA Mercury Inventory, please
see [in-progress webpage] or https://www.epa.gov/sites/production/files/2018-
06/documents/mercury reporting requirements for the tsca mercury inventory final rule.pdf.

4.1 Edit MER Form

To edit anew MER form, navigate to the MER ‘Home’ screenand click the ‘Form Alias’ link
for an MER form with a status of ‘In Progress.” Refer to Section 3.2 for additional details
regarding the MER ‘Home’ screen.

Refer to Section 3.4 for additional details regarding the enter passphrase process.
4.2  ldentification of Reporting Activity

You cannavigate to the ‘Identification of Reporting Activity’ screen by clicking the ‘Create New
Form’ button and creating a new passphrase, or by accessing a MER form that is in progress in
the ‘Submission History’ table and entering the passphrase associated with the selected form.

The ‘Identification of Reporting Activity’ screen provides checkboxes to determine which
information will need to be entered within a form. You will also have the option to assign a
‘Submission Alias’ to identify the form. A unique form alias is helpful when a user or company
has multiple forms and/or when you must differentiate between forms when contacting the help
desk. Upon navigating to the ‘Identification of Reporting Activity’ screen, the system auto-
generates a default alias comprised of a form type, date stamp, and time stamp in the following
format: <MER-YYYYMMDD-HH:MM:SSS Time Zone> which can be edited as needed.

The application contains the following functionality and will generate additional screens:

The ‘Elemental Mercury’ section provides checkboxes to indicate that elemental mercury is
manufactured, imported, or otherwise intentionally used in a manufacturing process. The
‘Mercury Compounds’ section provides checkboxes to indicate that mercury compounds are
manufactured, imported, or otherwise mtentionally used in a manufacturing process. The ‘Both’
section allows a user to select checkboxes from both sections. If the ‘Both’ radio button is
selected, at least one statement from the ‘Elemental Mercury’ and ‘Mercury Compounds’ section
must be checked. Checking the individual checkboxes generates the corresponding reporting
activities within a form; at least one checkbox must be checked.
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e Amendment Explanation: Enter a reason as to why the user is modifying the submission.
This field displays only after unlocking a form for anamendment and is required if

displayed.

e Submission Alias: Enter the submission alias. Upon navigating to the screen, the application
displays an auto-generated editable submission alias in the following format: MER-
YYYYMMDD-HH:MM:SS Time Zone>. This is a required field.

e Elemental Mercury: Select the ‘Elemental Mercury’ radio button to enable the relevant
reporting activities. If selected, at least one checkbox must be checked identifying the
elemental mercury activity for which the reporting company is submitting information.

(@]

1: My company manufactures (other than imports) elemental mercury:
Check the checkbox to indicate that the reporting company manufactures
elemental mercury. If checked, the ‘Manufacture Mercury (Elemental)’ screen
displays within the form.

2: My company imports elemental mercury to the United States: Check the
checkbox to indicate that the reporting company imports elemental mercury. If
checked, the ‘Import Mercury (Elemental)’ screen displays within the form.

3: My company manufactures (other than imports) elemental mercury-added
products: Check the checkbox to indicate the reporting company manufactures
elemental mercury-added products. If checked, the ‘Manufacture Products
(Elemental)’ screen displays within the form.

4: My company imports elemental mercury-added products to the United
States: Check the checkbox to indicate that the reporting company imports
elemental mercury-added products. If checked, the ‘Import Products (Elemental)’
screen displays within the form.

5: My company uses elemental mercury in a manufacturing process (other
than manufacturing mercury compounds and/or manufacturing elemental
me rcury-added products): Check the checkbox to indicate that the reporting
company uses elemental mercury in a manufacturing process. If checked, the
‘Manufacturing Process (Elemental)’ screen displays within the form.

e Mercury Compounds: Select the ‘Mercury Compounds’ radio button to enable the relevant
reporting activities. If selected, at least one checkbox must be checked identifying the
mercury-compound activity for which the reporting company is submitting information.

O

6: My company manufactures (other than imports) mercury compounds:
Check the checkbox to indicate that the reporting company manufactures mercury
compounds. Ifchecked, the ‘Manufacture Mercury (Compounds)’ screen displays
within the form.

7: My company imports mercury compounds to the United States: Check the
checkbox to indicate that the reporting company imports mercury compounds. If
checked, the ‘Import Mercury (Compounds)’ screen displays within the form.

8: My company manufactures (other than imports) mercury compound-
added products: Check the checkbox to indicate that the reporting company
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manufactures mercury compound-added products. If checked, the ‘Manufacture
Products (Compounds)’ screen displays within the form.

o 9: My company imports mercury compound-added products to the United
States: Check the checkbox to indicate that the reporting company imports
mercury compound-added products. If checked, the ‘Import Products
(Compounds)’ screen displays within the form.

o 10: My company uses mercury compounds in a manufacturing process (other
than manufacturing mercury compound-added products): Check the
checkbox to indicate that the reporting company uses mercury compounds in a
manufacturing process. If checked, the ‘Manufacturing Process (Compounds)’
screen displays within the form.

e Both: Select the ‘Both’ radio button to display the statements associated with the ‘Elemental
Mercury’ and ‘Mercury Compounds’ section. If selected, at least one checkbox must be
checked from each section.

Exhibit 4-1 shows a screen capture of the ‘ldentification of Reporting Activity’ screen (Scroll 1):

Exhibit 4-1 Identification of Reporting Activity Screen (Scroll 1)

Mercury Electronic Reporting » MER-20190207-10:57:53

Identification of Reporting Activity Summary

Identification of Reporting Activity

* Submission Alias

MER-20180207-10:57:53

The Mercury Electronic Reporting (MER) rule, under the Toxic Substances Control Act (TSCA), requires any person who manufactures (including imports)
mercury or mercury-added products, or otherwise intentionally uses mercury in 8 manufacturing process to report quantitative and qualitative data to the
Environmental Protection Agency. The law defines mercury as meaning elemental mercury and a mercury compound. In accordance with section 8(b) of
TSCA, information collected under this reporting application will be used in support of a triennial publication of the supply, use, and frade of mercury in the
United States.

Read the TSCA MER requirements in the Code of Federal Regulations (40 CFR Part 713).
My company manufactures, imports, or otherwise uses the following form of mercury (select one)

© Elemental Mercury (If selected, check at least one statement)
© Mercury Compounds (if selected, check at least one statement)

) Both (If selected, check at least one statement from the 'Elemental Mercury' and 'Mercury Compounds' section)

M save B Preview + Validate Raise a Bug Resources CDX Links « TSCA Hotline: {202) 554-1404 CDX Helpdesk: (888) 890-1995

Mercury Electronic Reporting User Guide
Primary Support 21



CD)X&

Exhibit 4-2 shows a screen capture of the ‘Identification of Reporting Activity’ screen (Scroll 2):
Exhibit 4-2 Identification of Reporting Activity Screen (Scroll 2)

Identification of Reporting Activity Summary CBI Substantiation

Identification of Reporting Activity

* Submission Alias

MER-20190115-15:48:51

The Mercury Electronic Reporting (MER) rule, under the Toxic Substances Control Act (TSCA), requires any person who manufactures (including imports)
mercury or mercury-added products, or otherwise intentionally uses mercury in @ manufacturing process to report quantitative and qualitative data to the
Environmental Protection Agency. The law defines mercury as meaning elemental mercury and a mercury compound. In accordance with section 8(b) of

TSCA, information collected under this reporting application will be used in support of a friennial publication of the supply, use, and frade of mercury in the
United States.

Read the TSCA MER requirements in the Code of Federal Regulations (40 CFR Part 713).
My company manufactures, imports, or otherwise uses the following form of mercury (select one)

© Elemental Mercury (if selected, check at least one statement)
© Mercury Compounds (If selected, check at least one statement)

@® Both (If selected, check at least one statement from the 'Elemental Mercury' and "Mercury Compounds’ section)

Elemental Mercury

[¥11- My company manufactures (other than imports) elemental mercury

M 2: My company imports elemental mercury to the United States

3: My company manufactures (other than imports) elemental mercury-added products

[ 4: My company imports elemental mercury-added products to the United States

5: My company uses elemental mercury in a manufacturing process (other than manufacturing mercury compounds and/or manufacturing elemental mercury-added products)

Mercury Compounds

M 6: My company manufactures (other than imports) mercury compounds
& 7: My company imports mercury compounds 1o the United States

[ 8 My company manufactures (other than imports) mercury compound-added products
L~ Lo o P T T T B P IO TEP P P oo

M save B Preview « Validate Raise a Bug Resources CDX Links = TSCA Hotline: (202) 554-1404 CDX Helpdesk: (888) 890-1995
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Exhibit 4-3 shows a screen capture of the ‘Identification of Reporting Activity’ screen (Scroll 3):

Exhibit 4-3 Identification of Reporting Activity Screen (Scroll 3)

MER-20190115-15:48:51

The Mercury Electronic Reporting (MER) rule, under the Toxic Substances Control Act (TSCA), requires any person who manufactures (including imports)
mercury or mercury-added products, or otherwise intentionally uses mercury in a manufacturing process to report quantitative and qualitative data to the
Environmental Protection Agency. The law defines mercury as meaning elemental mercury and a mercury compound. In accordance with section 8(b) of

TSCA, information collected under this reporting application will be used in support of a triennial publication of the supply, use, and trade of mercury in the
United States.

Read the TSCA MER requirements in the Code of Federal Regulations (40 CFR Part 713).
My company manufactures, imports, or otherwise uses the following form of mercury (select one)

© Elemental Mercury (if selected, check at least one statement)
© Mercury Compounds (If selected, check at least one statement)

® Both (If selected, check at least one statement from the 'Elemental Mercury' and 'Mercury Compounds' section)

Elemental Mercury

[ 1: My company manufactures (other than imports) elemental mercury

[ 2: My company imports elemental mercury to the United States

3: My company manufactures (other than imports) elemental mercury-added products
[ 4: My company imports elemental mercury-added products to the United States

5: My company uses elemental mercury in @ manufacturing process (other than manufacturing mercury compounds and/or manufacturing elemental mercury-added products)
Mercury Compounds

M 6: My company manufactures (other than imports) mercury compounds

7: My company imports mercury compounds to the United States

1 & My company manufactures (other than imports) mercury compound-added products
9. My company imports mercury compound-added products to the United States

10: My company uses mercury compounds in @ manufacturing process (other than manufacturing mercury compound-added products)

M save B Preview « Validate Raise a Bug Resources CDX Links = TSCA Hotline: (202) 554-1404 CDX Helpdesk: (888) 890-1995

Navigation Click the ‘Continue’ button to navigate to the s